FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

DATABASE/TECHNICAL:

1. She shall have the option to attend board meetings and general meetings or give the information to the Vice President of her team to report.

2. She shall be on the Technology committee and report to the Fourth Vice President of Technology.

3. She shall make every effort to work with the Fourth Vice President of Technology to fulfill the technology budget proposed in the FCWC budget

4. She shall have skills in various programming and web tools, and be familiar with HTML and SQL database programming, and advanced Excel knowledge. 

5. She shall be responsible for performing the technical skills in order to execute the technology projects.

6. She shall maintain the membership database, and make any updates that are requested and approved.

7. She shall coordinate with the First Vice President of Membership to generate the pre-filled membership forms prior to the beginning of a year.  These forms will be sent to the members so that they can make any updates for the new year.

8. She shall be responsible for ensuring the membership information is updated in the membership database.

9. She shall communicate with the activity chairperson on the activity group membership.

10. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

11. She shall have an email address and be able to correspond via email.

12. She shall have advanced computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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